AN AASIS SUPPORT
CENTER TRAINING GUIDE

PBAS Annual Operations Plan
Validation, Distribution, and
Documentation
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Validate Annual Plan

You can use the Validate Annual Plan screen to check
your plan against the authorized amount.

The validation screen can be checked at any time to see the
difference between your plan and the authorized amount.

The difference should not be a negative amount unless the
agency has a cash letter, miscellaneous federal grant,
budget classification transfer, or pending pay plan that will
increase the amount budgeted.

Adjustments will be made by DFA — Office of Budget
prior to finalizing the Annual Operating Plan and turning
in final documents.

AASIS Support Center
February 2007
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~i81x]

Master Data | Annual  EBiennial Reports  Strategic Planning Securiky

g |ﬁ'| |: BGEPLARARN - Mon Position Planning
HRPLAMAMN - Pasition Planning
WALIDADP - Budget Yalidation [ Adjustments
LIS E M - Distribute Annual Operabiogs Dl

REYENPLM Income Certification
FISMOMIT Fiscal Manitaring

AGMNCYPIUE - Stake Agency Publications

From the Annual menu, choose Budget Validation / Adjustments.
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E'"" PBAS - [¥alidate Annual Operations Plan ]

Application  Masker Data  Annual  Eiennial  Beports  Strateic Planning Securiky

PBAS Validation 06

=& x|

gl Dlel&|—

Budget Yalidation § Adjustments

Business &rea m r’

W ersion
Fizcal Year 2007

Walidate PBE [ ]

Functional Area | Fundz Center Fund Commitment tem Authorized Appropristion

ACP Amount

Diffe

4

E_nter Business Area, Version 1A, and Fiscal Year
2007.

Tatal Authorized &ppropristion

Total A0P Amournit

Tatal Difference

Business Area

AASIS Support Center
February 2007
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PBAS Validation 06

E'"" PBAS - [¥alidate Annual Operations Plan ] - | ) |5|
Master Data Annual  EBiennial Renorte  Stratenic Planning  Secirj
B8] e|&|| View the Authorized Amount, the AOP
vaiate annua Speretions B A mount, and the Difference for each
SRR Funds Center/ Fund/ Commitment item
et 2ion ] . .
_ combination.
Fizcal vear , —
walidste PEE u ﬁ
Functional Area | Fundz Center Fund Commitment tem Authorized Appropristion | ACP Amount | [~
[ # |HHS B34 1630100 5020002 $50,000 $50,000
| |HHS 361 B,40100 5010003 $10,572,908 $127 341 $10,
| |HH= 361 BaAD100 S020002 IV 245 726 37 17 7,
| |HHS 361 BaA0100 S0a0009 Fa32 025 F1a8 i
| |HHS 361 BaA0100 SOe0010 ¥1 0686 470 F70 ¥1,
| |HH=S 2HM BAAZ000 S010003 3270127 $77 504 3,
| HH= 2HM BaLE000 S010008 FesE 418 F203 574 L
= HH= 2HM BaLZ000 SQ20002 3,290 466 F473 360 $2,
= HH= 2HM BaLZ000 SOs0009 34,003 $384
= HH= 2HM BaL3000 Soeq0q 0 2,783,560 F597 079 §2, -
4 | r
Total Authorized Appropristion | F30,002 359,00 |
Total AOF Amourt | $1 590,208 00
Tatal Difference | $28,312,180.00

Hint: you can get the same information from the Funds Center
Worksheet report.

AASIS Support Center
February 2007
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EXERCISE

Select the VALIDAOP — Budget validation / Adjustments screen.
Enter your training assigned business area, Version 1A, Fiscal Year
2007.

What is the difference between the Authorized Appropriation
and the AOP amount for commitment item 50100007

AASIS Support Center
February 2007
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Distribute Annual Plan

* This is the process of distributing the Annual Operations
Plan by year, quarter or month.

AASIS Support Center
February 2007

5-7



An AASIS Training Guide PBAS Validation 06

E

Master Dakta | annual  Biennial  Reports  Strategic Flanning  Security

El |&| |: BGEPLAMAM - Mon Position Planning
HRPLAMARM - Position Planning

FRIMBEMA - Calculate Fringe Benefits

AMLDSPLY - Diskribute Annual Operations Plan
Ll geome Certification

FISMOMIT Fiscal Monitaring
AGMNCYPUE - Skate Agency Publications

From the Annual menu, choose Distribute Annual Operations Plan
(ANLDSPLN).
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i#i PBAS - [ANLDSPLN - Distribute Annual Operations Plan]
Application  Masker Daka  Annual  Eiennial  Beports  Strateoic Blanning Securiky

Distribute Annual Operations Plan

Businezs Area

Wersion
Fizcal Year 2007

Fundz Center | Dhigtribition
k234 July
| |B15 July

Enter Business Area, Version 1A, and Fiscal Year
2007. Click the enter key. The Funds Center and

Distribution displays. Double-click in the distribution
box for one of the funds centers.

AASIS Support Center
February 2007
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i#i PBAS - [ANLDSPLN - Distribute Annual Operations Plan]
Application  Masker Daka  Annual  Eiennial  Beports  Strateoic Blanning Securiky

Distribute Annual Operations Plan

Businezs Area
Sersion

Fizcal Year

Fundz Center | Dhigtribition

234 July

B1S LB & INDDISTB - Distribution

Digtribution

Diztribtion

x|

Distribution

Click the drop-down arrow and s.elect the desired
distribution from the list. Click OK.

Lione

5-10
AASIS Support Center
February 2007



An AASIS Training Guide PBAS Validation 06

i#i PBAS - [ANLDSPLN - Distribute Annual Operations Plan]
Application  Masker Daka  Annual  Eiennial  Beports  Strateoic Blanning Securiky

Businezs Area
Sersion

Fizcal Year

Fundz Center | Dhigtribition

734 Monthiy)
B15 July

PBAS

Do o wank to save the changes?

The change is reflected on thé sbreen. To save the
change, click the save icon and then click Yes.

Drigtribution
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i#i PBAS - [ANLDSPLN - Distribute Annual Operations Plan]
Application  Masker Data  Annual  Eiennial  Beports  Strateic Planning Securiky

Businezs Area
Sersion

Fizcal Year

Fundz Center | Dhigtribition

234 b onthly
B15 July

The system returns the message
that the records were updated.

Fecord(z] updated successfully
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E'"" Report Yiewer [FTCCCW - Funds Center Totals by Cost Center / WBS Element | - | ) |5|
44 »r M[ES & = X -84
ARKANSAS PERFORMANCE BUDGETING & ACCOUNTABILITY 5Y
Annual Funds Center Total by Cost Center/WBS Element
Fiscal Year 2007
Business Area Code 050
Business Area Title DEPARTMENT OF RURAL SERVICES
Funds Center Code 234
Funds Center Title Rural Serv-St Oprs
Version
m:t mﬁﬂ“m Cost Element Jul Aug Sep Oct Mo Doesc Jan Feh I
06H0L S0M0000 | S000001000 00 Reqular Sala 15,6M) 1560 156M | _, 156 1560 15,6 15,60 15,6H)
Sub Total 15,670 15,670 / 15,670 15,670 15,670 15,670 15,670
5010003 | S010005000 03 FICA & Madic 1,108 / / 1,158 1,108 1,158 1,156 1,108
SN 1Y By Tree ey r faan " 140K 1,400 1,400 1,400
1,567 1,567 1,567 1,567
Reports reflect the new monthly
470 4m 47 470
d IStrI b u tl on 4,635 4,535 4,635 4,635
186 186 186 186
| T AT TETECIT T W e | oI T =TT - 591 501 5o 591

1

|Current Page Mo 1

AASIS Support Center
February 2007

|T|:|tal Page Mo.: 4

|E|:u:um Factar: 1002
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EXERCISE

Select the Annual Distribution (ANLDSPLN) screen. Enter your
training assigned business area, Version 1A, Fiscal Year 2007.
Change the first funds center to Monthly.

Note the fund center that was changed.

Run the FTCCCW - Funds Center Totals By Cost Center and WBS

Element for Funds Center the fund center changed above to see the
new distribution.

5-14
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Annual Operating Plan Documents

Most documents to be included with the agency’s Annual
Operating Plan can now be done on line through PBAS.

Documents available on line include Income Certification,
Fiscal Monitoring, Pay Plan Request, and State Agency
Publications.

Other required documents for the Annual Operating Plan
can be obtained on the DFA — Office of Budget website:

www.arkansas.gov/dfa/budget

5-15
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PBAS Validation 06

REVENPLN—Income Certification

ﬁ PBAS - [Report Selection]
Application  Master Data | annual  EBiennial Reporks  Stratedic Planning Securiky

=] | ﬁl D | O |§ BGPLAMAN - Mon Position Planning

HRPLAMNAMN - Position Planning

FRIMEBEMA - Calculake Fringe Benefits
WALIDAOP - Budget Walidation | adjustments

L[ L . », i . LIl T iy

Report ID

Buzinezz Ares

Serzion

AGHCYPLE - State Agency Publications

Fizcal Year

From the PBAS menu, select REVENPLN — Income Certification.

AASIS Support Center
February 2007
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_lslx]

Application  Master Data  Annual  Biennial Reports  Strategic Planning  Security

ale el User: iknunna@PRODUCTION Daste: 2/7/2005 2:41:44 PM

Incame Cerification

Business Area . 0995 |

Divizion I ﬂ
“ersion 1A

Fizcal Year 2007

Funds Certer 234

Fund SMH7500

Add Bevenue Flan |

Funding Source | Description Estimated Income

T I B 2

Total Funding | |

Annual Operationz Plan | |

Excesz / [Shortage) | |

Buszinesz frea lookup

Select your Business Area and Division (division is for DHS
only). Type in your funds center and Version 1A. Type in Fiscal

Year 2007. Click Add Revenue Plan.
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5 ADDREYEN - Add Revenue Plan

PBAS Validation 06

Ad Bevenue Plan

Funding Source Fund Balance
Fund Balance
Special Revenues
Federal Revenues
Fevalving Funds
Cazh Funds
Zeneral Revenues
Merit Adjustment
Ciher

Dezcription

Estimated Income

Select the Funding Source from the drop down.

source except Other can be used only once.

AASIS Support Center
February 2007

Each funding
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i3 ADDREYEN - Add Revenue Plan x|

Add Revenue Plan

Funding Source IFund Balance j

Estimated 6/30/05 Balance

Description

estneteaincons ([T _ O« |

Eztimated Income i

Type in Description and Estimated Income. Description is required
on all funding sources. Click OK.
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I

Application  Masker Data  Annual  Biennial  Repaorts  Strakeqgic Planning  Securiky

B | ﬁ| 15 | @ | | User: knunna@PRODUCTION Date: 2/7/2005 2:41:44 PM

Income Certification

Business Area 0995 | »7
Divizian I j

Wersion 1A
Fizcal Year 2007

Funds Center

234
Fund SMH7500

Add Bevenue Plan |

Funding Source | De=cription Eztimated Incatme

— Estimated 6/30/05 Balance 10000

R_epeat the process for other types of income. Excess or shortage
of income is shown at the bottom of the screen.

5

Total Funding li 10000 :I
&nnual Dperations Plan 10000 —|

Excezs / [Shortage] | 0 J

Business Area lookup

5-20
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ii31 PBAS - [REYENPLN - Income Certifica = x|

Application  Masker Data  Annual  Biennial  Repaorts  Strakeqgic Planning  Securiky

B | ﬁ| 15 | @ | | User: knunna@PRODUCTION Date: 2/7/2005 2:41:44 PM

Income Certification

Business Area l0995 Id""

Divizian I j

Wersion 1A
Fizcal Year 2007

Funds Center 234
Fund SMH7500
Add Bevenue Plak |
Funding Source | De=cription Eztimated Incatme
b

— Estimated 6/30/05 Balance 10000

T otal Funding li 10000 :I
&nnual Dperations Plan 10000 —|

Excezs / [Shortage] | 0 J

When finished, save the report. E[

5-21
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1 PBAS - [Report Selection]

Application  Master Daka  Annual  Biennial  Reports Securiky
M [ | ] User: csvollman@TRAINING Date: 2/2/20051:5
Report ID |----- SELECT REFORT - |
- ZELECT REFORT ----- -
Business Area AGPUBL - State Agency Publications
\ersion CISUM e Commitmert ﬂgm Sum.mar.y
CERVPR - Caresr Zervice Projection
Fizcal Year DEFERYR1 ----- Annual Deferment Extract YR1
EXHLPYAL ----- Extra Help “alidation
Cost Center et a— Funds Center Workshest
WES Element FTCOOWY e Funds Center Total by Cost Center FWBS Element
IMCOE Cerification of Incame
Funds Certer MERVER  ----- Managet's Yerification Sheet
MSMITOR ——--- Fizcal Monitaring Procedures
Fund OPMRE@WA, - OPM Position Requests
commitment kem POSAUTH ----- Total Positions Authorized
POSVAL - Regular Salaries Validation W

Functional &rea

Generate Report

To view your report, select reports from the menu and click
STARTRPT. Select INCOME—Certification of Income. Enter
Business Area, Version, and Fiscal Year. Click Generate Report.

AASIS Support Center
February 2007
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FISMONIT—Fiscal Monitoring

Sl

Masker Data | annual Eiennial Reports  Strateic Planning Securiby

g |ﬁ'| |: BGPLAMAMN - Mon Position Planning
HRPLAMNAMN - Position Planning

FRIMEEMA - Calculake Frinoe Benefits
WALIDAOP - Budoet Yalidation | Adjustments
AMLDSPLM - Distribute Annual Operations Plan

L -

FISMOMIT -

From the PBAS menu, select FISMONIT — Fiscal Monitoring.

AASIS Support Center
February 2007
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ii%i PBAS - [FISMONIT - Fiscal Monitoring] =

Application  Masker Daka  Annual  Eiennial  Beports  Strateoic Blanning Securiky

gl Dlel&|—

Fizcal Monitaring

Business Area 0994 r DEFT OF EMERGENCY MANAGEMER
Divizion I j
Fizcal Year 2007

Inthe following sections please describe the procedures that your agency will use tomonitor budgeted revenue and expenditures/obligations
1o insurethat appropriate fiscal controls are in place to =afeguard against deficit spending:

Revenue Monitoring Procedures:

THE CHIEF FISCAL OFFICER WILL MOMITOR IMCOME PROJECTIONS ON AVWEEKLY BASIS..

Expenditure/Obligations Monitoring Procedures:

WE PROMISE TO MONITOR OUR EXPEMNDITURES AS OFTEMN AS MEEDED.....

Select your Business Area and Division (division is for DHS only).
Type 2007 in the Fiscal year box. Enter your plan for fiscal

monitoring of revenue and expenditures in the designated boxes.

Save your entries. 5-24
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1 PBAS - [Report Selection]

Application  Master Daka  Annual  Biennial  Reports Securiky
® Ne | ] User: cavalman@TRAINING Daate: 2/2/2005 20
Report ID |----- SELECT REFORT - |
P je— SELECT REPORT ——-- -
Business Area AGPUBL - State Agency Publications
\ersion CISUM e Commitmert ﬂgm Sum.mar.y
CERVPR - Caresr Zervice Projection
Fizcal Year DEFERYR1 ----- Annual Deferment Extract YR1
EXHLPV AL -—--- Extra Help “Walidation
Cost Center et a— Funds Center Workshest
WES Element FTCOOWY e Funds Center Total by Cost Center FWBS Element
IMCOME  —-am- Certification of Income
Funds Certer MERVER  ----- Managet's Yerification Sheet
MOMITOR  -—--- Fizcal Monitoring Procedures
Fund OPMRE@WA, - OPM Position Requests
commitment kem POSAUTH ----- Total Positions Authorized
POSVAL - Regular Salaries Validation W

Functional &rea

Generate Report

To view your report, select reports from the menu and click
MONITOR - Fiscal Monitoring Procedures. Enter Business Area
and Fiscal Year. Click Generate Report.
5-25
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E'"" Report Yiewer [MONITOR - Fiscal Monitoring Procedures] - | ) |5|

4y M E &= Q-

FISCAL MONITORING PROCEDURES

FISCAL YEAR

Business Area/Code DEPT OF EMERGENCY MANAGEMENT/0995

In the following sections please describe the procedures that your agency will use to monitor budgeted
revenue and expenditures [/ obligations to insure that appropriate fiscal controls are in place to
safeguard against deficit spending.

Revenue Monitoring Procedures:

THE CHIEF FISCAL OFFICER WILL MONITOR INCOME PROJECTIONS ON A WEEKLY BASIS...

-
1 | 3

The report displays.

5-26
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AGNCYPUB—State Agency
Publications

i3 PBAS
Masker Data | annual Eiennial Reports  Strateic Planning Securiby

g | ﬁ'l |: BGPLAMAMN - Mon Position Planning
HRPLAMNAMN - Position Planning

FRIMEEMA - Calculake Frinoe Benefits
WALIDAOP - Budoet Yalidation | Adjustments
AMLDSPLM - Distribute Annual Operations Plan
REVEMFLM - Income Certification
FISMO ; i
AGMCYPUE - State Agency Publications

From the PBAS menu, select AGNCYPUB — State Agency
Publications.

5-27
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T PBAS - [AGNCYPUB - State Agency Publications]

Application  Master Daka  Annual  Biennial  Reports Securiky
B8 0e & ] User: csvallman@TRAINING Daate: 2/2/2005 2.06:06 PM
State Agency Publications
Business Area 0510 | f"
Divizion | J
Fizcal ear
Publication Statutary Authorization Reguired by Governar Required by General Aszzembly Mumber of Copies F
r
< s
=l

Select your Business Area and Division (division is for DHS only).
Type 2007 in the Fiscal year box. Enter the required information.
Enter either N or Y to indicate whether it is required by the
governor or the General Assembly.

AASIS Support Center
February 2007
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131, PBAS - [Report Selection]

Application  Master Data  Annual  Biennial

. | B ] RRT - Annual Report : Date: 2/2/2005 2.0
ﬁ D © BIRPTSLM - EBiennial Feport Seleckion

Securiky

st
o

Report ID HRRPTSLM - HR Report Selection ﬁl
Business Area

Yersion

Fizcal ear

Cost Center To
WBS Element To
Funds Center To
Fund To
Commitment tem To

Functional &rea

Generate Report

To view your document, select Reports from the menu. Choose
STARTPRIT.
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11 PBAS - [Report Selection]

PBAS Validation 06

Application  Master Daka  Annual  Biennial  Reports Securiky

M [ | ] User: csvolman@TRAINING Date: 2/2/2005 2.0

Report D
Busziness Area
Werzion

Fizcal ¥ear

Cost Center
WBS Element
Funds Center
Fund
Commitment tem

Functional &rea

----- SELECT REPORT ----- |

AGPUBL  ----- State Agency Publications
CISUM e Commitment tem Summary
CERVPR - Caresr Zervice Projection
DEFERYR1 ----- Annual Deferment Extract YR1
EXHLPY AL -—--- Extra Help “alidation

FoWK e Funds Center Workshest

FTCOOWY e Funds Center Total by Cost Center FWBS Element
IMCOME  —-am- Certification of Income

MERVER  ----- Managet's Yerification Sheet

MSMITOR ——--- Fizcal Monitaring Procedures

OPMREG WA, ———-- OPM Position Reguests

POSAUTH ----- Total Positions Authorized

POSVAL - Regular Salaries Validation W

Generate Report

Choose AGPUBL—State Agency Publications.

AASIS Support Center
February 2007
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iz PBAS - [Report Selection]

Application  Master Daka  Annual  Biennial  Reports Securiky

M [ e | |:| User: cavollman@TRAINING Date: 2/2/2005 2:1

Repart I AGPUBL  ----- State Agency Publications

Buziness Area Civision | J

Werzion

Fizcal ¥ear

Cost Center

WHS Element

Funds Certer

Fund

Coammittnent tem

Functional &rea

[o][o] [2] [a] [a]

Generate Report |

Enter the Business Area and Fiscal Year and Division if DHS.
Click Generate Report.
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E'"" Report Yiewer [AGNCPUBL - State Agency Publications] - | ) |5|

4y M E &= Q-

ARKANSAS PERFORMANCE BUDGETING & ACCOUNTABILITY SYSTEM
STATE AGENCY PUBLICATIONS

FiscalYear

Required by A.C.A 25-1-204

JENCY 0995 DEPT OF EMERGENCY MANAGEMENT

Required for 3 ¢
Name of Publication Statutory Authorization #Pz:,ﬁ:ms Reason(s)
Governor General Assembly
kansas Education Plan Act 2222 of 2003 M Yos 5,000 Distributed to ¢

The report displays.

L« | o

|Current Fage Mo 1 Taotal Page Mo 1 Zoom Factar; 100%
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EXERCISE

Fill out the agency publications screen for your training assigned
business area. Make up a report and act name and have it be
required by the governor. Enter 4000 for the number of copies. Save

your data.

EXERCISE

Use the State Agency Publications Report to view the information you
just entered.
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